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Chapter 1. Special Payroll Processing

Overview

This document covers the entering of time for hourly employees, substitutes and Leave without Pay
(LWOP) for contract employees. Hours for hourly employees and students (OPS) are submitted to
Payroll via Payroll Worksheets. Substitute time is collected and submitted through the AESOP system.

v The Payroll Worksheet is accessible through the PaC client only.
v The Employee Profile is accessible via the web client.

The Payroll Department will setup the Payroll Worksheets.
Non Instructional Cost Centers will have 4 Payroll Worksheets to enter time for

e Hourly Employees Pay Type 4
e Overtime (As Needed)

Schools will have 3 Payroll Worksheets; all of the above and one additional for

e Sub-Aides, Pay Type 3

Hourly Pay Type 4

Payroll worksheets are used to record the hours worked for Pay Type 4.

e Hourly Teachers (Lively and Adult Education)
e Hourly Employees, Students and Substitute Teachers

Hourly Payroll Worksheet Data Entry Steps (Pay Type 4)

Step 1: Navigate to the Payroll Worksheet
Step 2: Select the Payroll Worksheet

Step 3: Build the Payroll Worksheet

Step 4: Enter Summary Hours Worked

Step 5: Run Verification Report

Step 6: Submit Hourly Worksheet for Approval

Sub-Aides Payroll Worksheet Data Entry Steps (Pay Type 3)

Step 1: Navigate to the Payroll Worksheet
Step 2: Select the Payroll Worksheet

Step 3: Build the Payroll Worksheet

Step 4: Enter Summary Hours Worked

Step 5: Run Verification Report

Step 6: Submit Hourly Worksheet for Approval

LWOP for Contract Employees (Pay Type 1, 2, 3,5, 6, and 9)

PAYROLL PROCESSING
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The Payroll Worksheet will be used to submit any Leave without Pay (LWOP) for Salaried Contract
employees that have taken time off during the pay period to Payroll.

LWOP Payroll Worksheet Steps

Step 1: Log into Skyward Web

Step 2: Transaction Detail Maintenance
Step 3: Run the Detail Transaction Report
Step 4: Enter pay period dates —

Substitute Teachers (Pay Type 4)

Hourly time for substitute teachers is entered in the Aesop subsystem. On a date specified by the
Payroll Department, the Aesop sub transactions will be imported into Skyward Sub Tracking. You
only have access to the employees that work at your school and all substitutes.

To enter hours for a substitute teacher

Step 1:
Step 2:

a.

Step 3:

Navigate to the Employee Profile

Select the Substitute

Edit any transactions to make changes

Add a transaction if it was not imported from Aesop

Run Verification Report

PAYROLL PROCESSING
(UPDATED -JuLY 28, 2016) 5|PAGE
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Chapter 2. Entering and Submitting Hourly Payroll

Step 1: Navigate to the Payroll Worksheet

BFE Human Resources: Main Screen 04.11.06.00.13 - 010277 —1of x|
Click on Human Resources (HR), Payroll D L R S s L R
User: TEST TRAINING SionInTime: 3:3228PM  Etly: 000 [ Use Personal Settings @ shooc  uiLoon|BlLogoff| 3 Exit

(PA), Cur Payroll (CP), Payroll Worksheet

foomrmey
Firancial Foan Wi

v Breadcrumbs: HR\PA\CP\PW

The Payroll Worksheet Master Screen

opens. M

Detail for Selected Worksheet Master
l-
+ [Employee Name Tyvpe  |Code Amoun| Hours
2a) Select the Hourly Payroll o = E-Econe|
W k h LWOPR DOCE 1161 CHPY OKS DS,I'I?,I'2013 10:39:14 AM + Dertlngerscr Jeanelle C NPARA 4MZZH 11.1800 £.00 + add
0 r S eet . L'WOP DOCKM 1161 CHPY OKS 11/05/2013 | 2:01:59 PM + Dominionscr, Antione »  ESAST | 4ESAH 2.7&00 0.o0 g/ Edit
SUB PARAS 1161 CNPY DKS  11j05{2013 | 2:02:03 PM + Dominionscr, Antione % ESAST  4ESAS e.7e00 7126 | T ool
ZESY (701) 1161 CAMOPY OAf:0703/2012 | 1:50:03 PM + Flaimscr, Tama M ESAST 4ESAH 8.7&00 0.00 —
1 ZESV (702) 1161 CAMOPY 04K 07/24/2012 11:47:00 AM + Flaimscr, Tama M ESAST 4ESAS §.7600 &7.50
Zb) CI ICk the [Entry] bUtton ZESY (703) 1161 CANOPY OAK: + Fleegerscr, Emmaline ¥ ESAST | 4ESAH 8. 7800 000
ZHRLY PT4{467) JUME 1161 CNO7f02{2012 | 1:32:46 PM + Fleegerscr, Emmaline ¥ ESAST  4ESAS 8. 7800 7500
. ZLWOP PTE(E06) JUME 1161 CTO610/2013 | 9:40:13 AM + Golebiowskiscr, Dallas © ESAST  4ESAS 2.3300 45.ZE @ Close
The Worksheet Entnes ZUWOP PTEE07) JULY 1161 ChOG/E2013 | 5:04:00 AM + Hilcheyscr, Lucina G NSAST 4ESAS g.3300 es.00 |——
+ Hootmanscr, Christie 3 ESAST | 4ESAH 2.9300 o.o0 —Detal—
Screen Opens + Hootmanscr, Christie 3 ESAST 4ESAS g8.7600
+ Karalisscr, Rudy W ESAST 4ESAS 8.9300
+ Kerbowscr, Eldridge G ESAST  4ESAS 8.9300
+ Kickscr, Seottie 1 ESAST 4ESAH 5.7800
+ Kickscr, Seottie 1 ESAST 4ESAS 5.7800 5475
+ Kilbanescr, Idell 5 ESAST 4ESAS g.5300 o.o0o0
+ Kimbrielscr, Crlando B ESAST | 4ESAH g.7600 o.o0o0
+ Kimbriglscr, Orlando B ESAST  4ESAS g.7600 £2. 75
+ Kijosscr, Miki E NAMGS 4M13H 13.9800 0.o0
+ Leverichscr, Maudie M ESTAH 4ESAH 10.0700 0.00
- + Marchbanksscr, Yoshie D ESAST  4ESAS §.9300 75.00 v
Lookup: [HOURLY 1161 CMPY OKS # = record has been imported into payroll
+ = worksheet cumpletled ¥ Complete Workshest + =record has been verified wl
Choose to add/edit/delste employes detail Far workshest, a SkyDioc

PAYROLL PROCESSING
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Step 3: Build the Worksheet

3a) Verify that the correct Worksheet is
selected

3b) Click the [Build] button and follow the
on screen prompts.

v The Build process downloads the current
employee information from HR. This
includes any pay changes and staffing
changes.

You will be returned to the Worksheet
Entries screen after the Build process
completes.

Step 4: Enter Summary Hours Worked

43) Select an employee to add pay period
hours.

The lower portion of the screen will reflect
current information on file for the select
employee

4b) Enter the total hours worked in the
Factor/Hours: Field.

4c) Click the [OK] button to advance to the
next employee record

4d) Hit [Enter] to advance to the next
employee record.

Step 5: Add an Employee to a
worksheet that has been built

5a) Select the [Add] button

5b) Start typing the name key and select the
employee from the drop down box

HIR\PALCPPW\PW - 2070 - Payroll Worksheet  HOURLY 0521 BUCK LAKE - Employes Ke x|
Selection Parseeters | act Used Paramaters &l ACA Date Range: 07(01/2016  to: 07/31/2016 Edit
[ ] £ B
¥Simport]
. - ) Purge
3. 99154 LLODES100 7500 OS21 25006 o000 ooo | AERefEsh]
+ CRAWLEY, TAMARA J 4ESAS 9. 2900 6. 91,84 1100E9100 7500 0521 25006 00000 00D Heip |
+ DOHERTY, MEGAN M 4ESAS 5.2900 : 0.00 1L00E5100 7500 0521 25006 00000 00O |——
+ FOOTMAN, KYLE R 4ESAS 5.2300 1,038.16 L100ESL00 7500 0SZ1 25006 00000 GO0 4 fidd
+ FRANCIS, ALLYSEN 4E5AS 5. 2900 ; 996.35 110085100 7500 0521 25006 00000 000 w| T Delete)
2 1] Besport
Lookup: [EARREPAUOOG L

* = record has been imported into payroll.
+ = record has been verified.

£
g

FactorfHours; 2,374, 25 Retie Hours: 2,374.25 | ACA Hours; 2,374.25

(G| ZTrmecfi]  Hours per Day: 7. 5000

Worksheet Totals: Pay: 22,962.61

!

Employes: BARRETT, PALLA A

Employes Type: [TCHR  TEACHER Budng: 0521 ELICK LAYE ELEME Check Location: 0521 BUCK LAKE ELEME
“Updateable Information -
Pay Record
Pay Code: (4140H  TCHR PEHRLY - I
Accounk Number: {1 100E5100 7500 0521 25006 00000 00000 &2Edn | Job Code Fltm ﬂ —I

Py Rate: [ 31,9367 imms:ﬁﬁlnmmszl .00 Hours Worked: [o- 00 Toksl Pay: 0.00
ACA Hours: | 0. 00

|Ermploryee’s Factor hours. (Fress All +' to open Skyward Calcuistor) @ SkyDoc

¥ Record Verfied

PV - 2070 - Payroll Worksheet HOURLY 1161 CNPY OKS - Employee Key Sequence x|

* |+ |Employee Name [Code: Pay Rate Hours Total Pay |account Mumber
+ Alapaiscr, Gail X HESAT 9.9300 43.25 386,22 L100ESL00 1600 1161 25006 00000 000 (21 g
+ Dertingerscr, Jeanelle C .00 55,90 1100ES100 1500 1161 22057 00000 051 Refresh
+ |Dominionscr, Ankione X 110C 500 0| Help
+ Dominionscr, Antione X 4ESAS 8.7600 71.z8 624,15 1100E9100 1600 1161 ZE500& 00000 000
+ Flaimscr, Tama M 4ESAH 8_7600 0.00 0.00/1100E9100 1600 1161 25006 00000 000 e Sl
+ Flaimscr, Tams M 4ESAS 5.7600 6750 591.30 1100E3100 1600 1161 25006 00000 000 |  [ojatel
2 | Elgeport]
# = record has been imported into payroll. Close

Lookup: DOMIMANTOOO

+ =record has been verified.
Quick Add

Total Pay: 9,718 84 Total FackorfHours: 1,098 50 Total Retirement Hours: 1,0%9%. 50
Mass Vrfy

ETne0f|  Hours Per Day: 0. 0000 Roll Back.

Check Location: 1161 CANOPY OAKS ELE

Employesi Dominionscr, Antione &
Employes Typsi ESAST  STUD. ASST 0PS Bulding: 1161 CANOPY OAKS ELE
~Updateable
P e [iesan " st asst Hourey o |
wen| T Koo
=_00] 7| Retire Hours: [ 0.00 Hows Worked: [0.00  TetalPay: 000

Account Mumber : IllDDEQlDD 1600 1161 25006 00000 00000

Pay Rate: | 87600 Factor/Hours: |

x

Ve 5 4 b %I

(ALANSIAVO00 <Alanscr davier Ar -
ALAPAGAINOO sAlapaiscr Gail X»
ALAZEI0VO00 <Alasser Jovita =
! LLAYATANOOD <Rlayascr Yam D+

<o faLEERMmO0D s2ibericoscr Anmeres 6
ElALBERCAEDOO <Albervsenser Cabriel B
ALEERSHAOOO0 <Albertiniscr Shantell L:
ALBUSLES000 sAlbusscr Lester M»

Il

I Display all sctive pay records for this employee Humber of Waorksheet Entries to Create: [1 Lisl 25006 D0OOD

. [Fockup using name ey o add a record. @ skyooc Llsl z5006 0O0OO
v ¥
Jmsgmeen # =record has been imported into payroll.

rd T ra i I + =record has been verified.

Tatal Factor/Hours: 1,105.50  Tatal Retirement Hours: 1,105. 50

Etine0f]  Hours PerDay: 0. 0000

Total Pay: 5,788.72

Employes: Dominionscr, Antione X

Employes Type: ES4ST  STUD. ASST OPS Bulding: 1161 CANGPY OAKSELE Check Location: 1161 CANOPY OBKS ELE
Pay Record 7
Pay Code: [¢E5A5 | 7 assT OPS STU o |
Canicel
Accourt Humber: [11D0E9100 1600 1161 25006 00000 00000 27 Edit o o | Y X
Fay Rate: | 7600 Factorftows:| 7125 [E]|Retie Hows: | 7125 Hours Worked: [71 25 Total Pay: 62415

[¥ Record Verffied

PAYROLL PROCESSING
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Step 6: Run Verification Report

After all time has been entered for your employees, run the verification report.

HIEPACPPW L PYW - 2070 - Payroll Worksheet  HOURLY 0521 BUCK LAKE - Employee Koy Sequence x|
Sebection Parasret mkamr-md Paramaters m] ACA Date Rangs: 07M01/2016  ko: 0773172006 Edit

00000 o0
Q0000 @O0
Qoooo ooo
ROD00 D00

* tﬁ:ﬁ'ﬁlE'r‘ TaMaRA ]
+ DOHERTY, MEGAN M Workshwet: HOURLY 1161 ONFY C&5 | SORT SE0: Employee
+ FOOTHAN, KYLER

+ FRAMNCIS, BLLYSE N 7 Current Workshest 1 Selext Workshests
:—:r\eurdhhzbammﬂe - pphaup: FBJ«.RHPMJDD&
Qudmdd[
Worksheet Totals: Pay: 25 - Houwrs, 2,374.25
Mass Wrfy
Warlsheet Fiesords ba Prink: [Modied records orly | —J
Employes: BARRETT, P4 Suppress Pay Amourd[Total: ( yes & 4o MMJ
Employes Type: [TCHRE  TE Privk Report Tokale Only:  ves (7 Mo - 21 BUCK LAKE ELEME
Updateable Information - Prink; SignaturejDiate Line: (% s rh
Pay Record & Ol
Pay Code: I40H o) Repont Saquence: [Emlayee (6} = |
Account Mumber: [1100£9100 7 Page Bresk =~ gk by Employes ;_ﬂ -
Pay Riste: | 3.1 ¥ Mo Page Bresk Toksl Pay: 0. 00
Sebection Preamebers | 1161 CHPY OES HOURLY F o Ve
|Employee’s Factor fours. (Pres: | 8 Syoc & styDoc

6a) Click the [Report] button.

The Payroll Worksheet — Standard Worksheet Report screen opens.

Select the “Modified Records Only” to prevent all the zero entries 3

2070 - Output Destination x|
from appearing on your worksheets. Cutput: [Seroen Jor|
Mark “No” on “suppress pay amount/totals” on the Worksheet umber of Copies; [22ve (=borl, Con be vigaed of printed ler.

Report Screen. The Payroll Department needs to see the totals. citation; & ndscape. | I crests Eport i R
. = Porkraih - ASCII File Options
6b) Click the [OK] button. el
Lines Per Inch: & g Lp1
File Marme: traininD. 001
. . Cale File Path: E:\Skywardiflilzoncoibry

The Output Destination screen opens

Cartiage!  ide Special Printer | Must prink landscape ;I

. = Harrow Requl.rements

The report can be printed or output to the screen for cr for tis Report =
viewing or saved to be printed later. Fotect method o viem rapart ot @ 5o
6¢c) Click the [OK] button to run the report.
PAYROLL PROCESSING
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Sample Report

dpawshid. p SCEAMELED DATABASE 1l:22 PM 09/0871%
05.15.06.00.00-010024 Standard Worksheet Report PAGE: 1
WORKSHEET: HOURLY 1161 CNPY OES

NAME KEY EMPLOYEE NRME

BLDG LOC TYPE PRY ACCOUNT NUMBER PERCENT AMOUNT FRE(] FACTOR/HOURS TOTALS RETIRE HOURS HOURS WREE
ALAPAGATOO0 Alapaiscr, Gail X

1181 1181 ESAST 4E3AS 1100E3100 1l&00 1161 ZE00& 00000 0000 §.9300 1z 432500 FBE.ZE 43_E5 4325
DERTIJEAODOD Dertingersce, Jeanelle C

115l 11l NPARA 4MEZZH 1100ES100 1500 116l ZZ0&7 00000 0510 1l 1200 12 S.o0000 L5350 &£.00 £.00
DOMINANTOO0 Dominionscr, Antione X

1161 1181 ESAST 4E3AS3 1100E3100 1600 1161 Z5006 00000 0000 8.7600 17 71_z2500 674 _15 T1_25 71_285
FLAIMTAMOOO Flaimscr, Tama M

115l 11gl ESAST 4ESAS 1100E9100 leD0 116l ZE0O0e 00000 0000 8.7600 1Z 675000 £91.30 6780 6780
FLEEGEMMOOO Fleegerscr, Emmaline T

1161 1181 ESAST 4E3AS3 1100E3100 1600 1161 Z5006 00000 0000 8.7600 17 75_0000 657_00 7E5_00 7E5_00
GOLEBDALOOO Golebiowskiscr, Dallas 0O

115l 11gl ESAST 4ESAS 1100E9100 leD0 116l ZE0O0e 00000 0000 8.9300 1Z 45_ZE00 404.08 45 _ZE 45 _ZE
HILCHLUCOOQO Hilcheyscr, Lucina G

1161 1181 NSAST 4E3A3 1100E3100 1600 1161 Z5006 00000 0000 8.9300 12 &8_ 0000 607 _24 65_00 65_00
HOOTMCHROOO Hootmanscr, Christie J

1161 1161 ESAST 4ESAS 1100E2100 1l&00 116l ZEOO0& 00000 0000 8.7600 1Z &3_ZE00 EO0E.E3 BI_ZE B3_ZE
FAPALEUDOOO Karalisscr, Budy W

11561 1161 ESAST 4ESAS 1100E2100 1600 1161 25006 00000 0000 §.9300 1z 75,0000 66378 75.00 75,00
EEREOELDOOO Kerbowscr, Eldridge G

1161 1161 ESAST 4ESAS 1100ES100 7500 1161 ZE00& 00000 0000 §.9300 1Z EE.ZE0D0 50Z.31 EE_Z5 EE_ZE
KICKEECOO00 Kickscr, EScottie I

11561 1161 ESAST 4ESAS 1100E2100 1600 1161 25006 00000 0000 §.7600 12 £4_7500 479.61 £4.75 £4.785
EIMERORLOOO Kimbrielscr, Orlando B

1161 1161 ESAST 4EZAS 1100ES100 1l&00 1161 ZE00& 00000 0000 8.7600 1Z £3. 7500 5l4.65 E3.75 E3.785
MAPCHYOS000 Marchbanksscr, Toshie D

1151l 1161 ESAST 4ESAS 1100E2100 1600 116l Z5006 00000 0000 8.9300 12 75.0000 669,75 75,00 75.00
MUMPODOUO00 Mumpowerscr, Douglas B

1161 1181 ESTAH 4EZAH 1100E3100 1&00 1161 ZE00& 00000 0000 8.7600 12 &7 5000 531.30 6780 6780
OLENEDONOOO Olenscr, Domny M

115l 11gl ESAST 4ESAS 1100E9100 leD0 116l ZE0O0e 00000 0000 8.9300 1Z 73,7800 BE2. 52 sy 7378
TIPSWALPOOO Tipswordscr, Alpha M

1161 1181 ESAST 4E3AS3 1100E3100 1600 1161 Z5006 00000 0000 8.9300 12 E5_7500 437 _85 EE_T75 EE_7E
TRACEDEMOOO Tragesserscr, Demarcus H
Page Totals: 2&l.z&00 8,516.33 SEl1.25 98l1.Z5

PAYROLL PROCESSING
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Step 7: Submit Hourly Payroll Worksheet for Approval

HHR'PA'CP'PW\PW - 2070 - Payroll Worksheet

ke Worksheet Master | Detail for Selected Worksheet Master
- | e Y
+ [Description Dake Time + [Emploves Mame Type |Code
S+ IHOURLY 1161 CHPY OKS 0211172014 [10:13:18 AM Alapaiscr, Gail ¥ ESAST [|4ESAS =K 0.00
LWOP DOCE 1161 CHPY CKS  05/17/2013 10:39:14 AM + Dertingerscr, Jeanelle © MPARA  4M22H 11.1200 L.0o0
LWOP DOCEM 1161 CHPY OKS 11)05/2013 | 2:01:59 PM Coaminionsce, Ankione ¥ |ESAST  4ESAH g.7E00 .00
SUE PARAS 1161 CHPY CKS 11)05/2013 | Z:0Z:03 PM + Flaimscr, Tama M ESAST 4ESAH 27600 0.00 |
1 ZESY (701) 1161 CANOPY OAK: 07)03/2012 | 1:50003 PM + Flaimscr, Tama M ESAST 4ESAS 2.7600 £7._E50
ZESY (702) 1161 CANOPY OAK:07/24/2012 11:47:00 AM + Fleegerscr, Emmaline ¥ ESAST  4ESAH 2.7600 0.0o0
} ZESY (703) 1161 CANOPY OAK: + Fleegerscr, Emmaline ¥ ESAST  4ESAS g.7600 7E.00
ZHRLY PT4{467) JUNE 1161 CHO7/02/2012 | 1:3Z:46 PM + Golebiowskiscr, Dallas O ESAST  4ESAS .9300 45 _ZE
ZLWOP PTE(B06) JUNE 1161 CF06f10/2013 | 9:40:13 AM + Hilcheryscr, Lucina G MSAST  4ESAS 2.9300 £2._00
FLMOP PTE(ROT) JULY 1161 ChOAS1EI2015  S:04:00 AM + Hootmanscr, Chriskie 1 ESAST  4ESAH 2.9300 0.0oo0
I + Hootrnanscr, Christie 3 ESAST  4ESAS g.7600 E9_ZE
+ Karalisscr, Rudy W ESAST 4ESAS g.2300 7E.00
+ Kerbowscr, Eldridge G ESAST  4ESAS g.2300 E&.ZE
+ Kickscr, Scottie T ESAST 4ESAH &.7600 000
+ Kickscr, Scattie T ESAST 4ESAS 2.7600 L4 75
+ Kilbanescr, Idell 5 ESAST 4ESAS g.9300 0.00
+ Kimbrielscr, Orlando B ESAST  4ESAH g.7600 o.0o0
+ Kimbriglscr, Orlando B ESAST  4ESAS g.7600 Eg.7E
+ Kjosscr, Miki E MAMGS 4M13H 139300 000
+ Leverichscr, Maudie M ESTAH  4ESAH 10.0700 o.0o0
+ Marchbanksscr, Yoshie D ESAST  4ESAS g.2300 7E.00
- + Mumpowerscr, Douglas BESTAH  4ESAH g.7E00 E7_E0 -
Lookup: IHOURL‘." 1161 CHPY OKS # = pecord has been imported into payroll .
+ = worksheet completed ¥ Complete Workshest + = record has been verified wl
IChu:u:se to addfedit/delete emplovee detail for warksheet, ﬂ SkyDoc

After all hours have been verified the payroll worksheet can be submitted to a supervisor for approval.

In Skyward the Bookkeeper will mark the worksheet as COMPLETE and the Supervisor will mark the
worksheet as VERIFIED.

Only verified worksheets will be paid.
6a) Select the Worksheet you which to mark as Complete.
6b) Click the Complete Worksheet checkbox. A “+” will appear next to the worksheet.

6c) Email your Supervisor notifying them that the worksheet is ready to be verified.

PAYROLL PROCESSING
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Chapter 3. Entering Hours for Sub-Aides\Para-Professionals

Overview

School Bookkeepers will process hours worked for Sub-Aides via a payroll worksheets. Payroll
Worksheets are accessible via the PaC version of the SKYWARD client. Each Payroll Worksheet will
contain two pay codes for each Aide:

e SA.5 - Any hours worked as a sub less than the scheduled hours is paid at /2 times their regular
rate of pay (because they are already paid for the regular hours at their regular rate of pay)

e SA1.5 - Any hours worked as a sub above the scheduled hours is paid at 1% times their regular rate
of pay.

Examples: An Aide is normally scheduled to work 6 hours per day.

1. 5hours are worked as a Sub.
The Sub-Aide is paid % time for the 5 hours.
In Skyward you would enter all 5 hours into under Pay code SA.5 for the Sub-Aide. No hours
would be entered into Pay Code SA1.5.

2. 8 hours are worked as a Sub.
The Sub-Aide is paid % times regular pay for the first 6 hours and 1% times regular pay for the
other 2.
In Skyward you would enter 6 hours into Pay code SA.5 and 2 hours into Pay Code SA1.5 for the
Sub-Aide.

Step 1: Navigate to the Sub-
Aides Payroll Worksheet

W& Human Resources: Main Screen 04.11.06.00.13 - 010277 | . =10 x|
Logn Logoff Exkt Preferences “rcess Yiew My Securky  Personalize by Screen  Help

Clle on Human Resources (HR), User: TEST TRATMING Sign In Time: 3:32:28PM  Enty: 000 | Use Personal Settings @syooc  wi’Logn | BiLogoff| 3 Exit

Payroll (PA), Cur Payroll (CP), Payroll
Worksheet

v Breadcrumbs: HR\PA\CP\PW

/ Select

The Payroll Worksheet Screen opens. /

PAYROLL PROCESSING
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Step 2: Select the Sub-Aides Payroll Worksheet

2a) Select the Sub-Aides Worksheet.

2b) Click the [Entry] button

The Worksheet Entries screen opens

Step 3: Build the Sub-Aides Worksheet

3a) Verify that the correct Worksheet is
selected

3b) Click the [Build] button and follow
the on screen prompts. See Chapter 8
for detailed instructions on the Build
process.

v The Build process downloads the
current employee information from
HR. This includes any pay changes
and staffing changes.

You will be returned the Worksheet

|+ [psscription

| [016 LIB AIDES

0161 GODEY HOURLY
0161 GODBY LWOP EMD MONTI
0161 GODBY LwOP MID MOMTE
0161 GODBY OVERTIME

Select a Payroll Worksheet

WILSOM, JEREMIAH QUIINPARA  S4.5
WILSON, JEREMIAH QUIINPARA  SA1.5
W MAN, ELTZABETH AN LE S
WRA SA1.S
[y DOMMELL ¥ MPARA SA.5

-
-— ¥ANDER, DONMELLY ~ NPARA SALS

Click Entry

[ Detall f aster
+|Ermployes Mame Type |code Hours| | ———

[BHDERS, BOB NAIDE [54.5 5.

ANDERS, BOB NAIDE 5415 15.0000  0.00
CROWELL, LINDAF  MPARA 545 s.0000  0.00
CROWELL, LINDAF  NPARA SALS 15.0000 0.0
JOHNSTON, JOANNE P NPARA 54,5 s.0000  0.00
JOHNSTON, JOANKE P NPARA SALS 15.0000 0.0
MCKELLEN, SABINA D MPARA 545 s.0000  0.00
MCKELLEN, SABINA D NPARA SALS 15.0000 0.0
PRICE, TAMMY C NPARA 545 s.0000  0.00
PRICE, TAMMY C NRARA SALS 15.0000 0.0
WEST, KIM D NRARA 545 50000 0.00
WEST, KIM D NRARA SALS 15. 0.

,_.
@
o
a
c
a
cocooo
o
a

Lookup: [0161 GODBY SUB AIDES # = record has been imported into payroll

+ = worksheet completed [~ Complets Warkshest

+ = record has been verified

Weh Options

Highlight the desired workshset - IF importing, use Ctrl ar Shift to selsck mutiple workshests.

6 skypoc

x|
5 Buid
-+ [Employes Name Code Pay Rate
ANDERS, BOB 56.5 5. 0000 3 BiPurge |
Refresh
ANDERS, BOB SALS 15,0000 0.00 0,00 1100ES200 1500 0161 1 xRl
CROWELL, LIND#& F SA.5 5.0000 0.00 0,00 11005200 1500 0180000 00000 052 Help
CROWELL, LINDA F SA1.S 15.0000 0.00 0,00 1100E5z00 15p8E1 00000 00000 052
JOHNSTOM, JOANME P 5.5 E.0000 0.00 0.00 1100B&205% 0161 00000 00000 000 =+ Add
JOHNSTON, JOANNE P SALS 15.0000 0.00 0,00 11002 1500 0181 00000 00000 000 Delete
MCKELLEM, SABINA D 5A.5 £.0000 0.00 0,002 5200 1500 0161 ZCEOZ 00000 052 | Flpeces
MCKELLEN, SABIMA D SA1.5 15.0000 0.00 JP1z00ESZ00 1500 0161 ZCEOZ 00000 052 v ._I
Close
# = record has been imported into payroll. . A ) l— add
B e P er e Click Build toojup: [awpamEOB00D | Quick Add |
Mass ¥ify
Total Pay: 0.00 Total Factor/Hours: 0.00 Total Retirement Hours: 0.00
Employes: ANDERS, BOB £7Tne0f|  Hours Per Day: 7. 0000
Employes Type: NAIDE  SCHOOL AIDE Buiding: 0161 GODEY HIGH SCHO Check Location; 0161 GODEY HIGH SCHO

~Updateable Informati
Pay Record
Pay Code: [54.5  Sub-fide 1/2

Account Number: Il 100ES200 1500 0161 00000 00000 05200

0K
Xcanc

&
7/ Edit 20b code | 4 e
Pay Rate: 5.0000 Factor/Hours: | RS Rat\ra Haurs: 0.00

Total Pay: 0.00

™ Record verified

Employee's Factor/hours, (Press 'alt +' to open Skyward Caleulator) 6 skyboc ﬂ
Entries screen after the Build process
completes.
PAYROLL PROCESSING
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Step 4: Enter Hours Worked

4a) Select an employee to add pay period
hours.

ANDERS, BOE
ANDERS, BOE
CROWELL, LINDA F
CROWELL, LINDA F
JOHMSTON, JOAMKE P
JOHMSTOR, J0AMKE P
MCKELLEN, SABINA O
MCKELLEN, SABINA O

The lower portion of the screen will reflect
current information on file for the select
employee

Entrie

Total Pay |account Humber

0.00/1100ES200 1500 0161 00000 00000

Pay
code
[54.5

SALS 15.0000 0.00 0.00/1100ES200 1500 01l 00000 00000
SA.5 £.0000 0.00 0.00 1100ES200 1500 0161 00000 00000
SAL.S 15.0000 0.00 0.00/1100ES200 1500 O0lEl 00000 00000
SA.5 5.0000 0.00 0.00/1100E6200 1500 O0lEl 00000 00000
SA1.5 150000 0.00 0.00 1100E6200 1500 0161 00000 00000
SA.5 5.0000 0.00 0.00 4200E5200 1500 016l zCBOZ 00000
SAL.5 15.0000 0.00 .00 4200E5200 1500 0161 ZCEOZ 00000

053]

osz

# = record has been i
+ =rerord has

- Select P
4b) Select the appropriate Pay Code and elect Pay

Enter Hours for the Aide. (SA.5 or SA1.5)

Employes Typs: NAIDE  SCH

1nrted into payroll.
heen wirified.

_SA-50rSALS

-
Updated Factor
Hours will display
EIImeOFF Hours Per Day: 70000

Building: 0161 GODBY HIGH SCHO Check Location: 0161

Code

Total Factor/Hours: 0. 00

IOOL AIDE

20kup: |ANDEREOEOOD

GODBY HIGH SCHO

05z Help
052
00a =+ Add
oog Delete
052
Repart
05z v e
5 @ Close
Quick Add
Mass Vrfy

=

Pay Record
Pay Code: [5A.5  Sub-

Click Ok

D>

Aide 1/2

4c) Click the [OK] button or press [Enter] to
advance to the next employee record.

Account Mumber: Il 100ES200 1500 0161 00000 00000 05200

Pay Rate: 50000 Fator/Hours: |IGHGE [7)] Retie Hours: 000

¢ Edit Job Code: | Y

Tatal Pay: 000

Enter Hours

[Ermployes's Factorjhours. (Press

"Bt +'ta open Skyward Calculatar)

I~ Record Werified
6 skypoc

Caricel|

[=1

Continue until all hours for all Aides are
entered.

Step 5: Run Verification Report

After all time has been entered for your employees, run the verification report.

5a) Click the [Report] button.

The Payroll Worksheet — Standard Worksheet

Report screen opens.
Select the “Modified Records Only” to prevent all the zero entries
from appearing on your worksheets.

Al

+ Dx
+ Fh
+ Fl

Mark “No” on “suppress pay amount/totals” on the Worksheet
Report Screen. The Payroll Department needs to see the totals.

5b) Select to Print Signature/Date Line

P:

5¢) Click the [OK] button.

The Output Destination screen opens. The
report can be printed or output to the screen
for viewing or saved to be printed later.

5d) Select your destination and Click the [OK] button to run
the report.

5e) Save a hard copy of the Verification Report.

5f) Email\deliver a copy of the Verification Report to your
Supervisor to indicate that the payroll is ready to be VERIFIED

Pay
|+ [Employes Name: [Code
Alapaiscr, Gail % SAS

. =record has beer
+ = record has beer

Employee Type: E5A%
~Updateable Inform

Account Number; 1100

Worksheet Entries
Factor/

T jccount Number
110089100 1600

00ES100
ODEELOO

Hours’
4ESA 43.25

p S
4NZZH

.00
ominionscr, Antic

lsimser, Tama M
lsimscr, Tama M

Worksheet: HOURLY 1161 CNPY OKS { SORT SEQ: Employee

& Current Worksheet (" Select Worksheets

Selected Work Sheets

_Wurk Sheet.

Tota

Employee: Alap:

Suppress Pay AmountiTotal: € Yes & No

wWorksheet Records to Print: [Modified records only, =

e = Print Report Totals Orly:  ves G ho
Print Signature/Date Line: & Yes " No

600 1161 250 00|
1500 1161 2z0§7 00000 051

o0& 00000 00O
005 00000 00O
005 00000 00O

Quick Add

CANCPY OMKS ELE

ol
4 Cancel

Total Pay: 36.22

ecord Verified

@ skyboc

Pay Rate: ,— Report Sequence: [Employee (F) =]
Page Brezk: ~ oz by Employes
' No Page Break.
[Prints a repart of recor
Selection Parameters | 1161 CNPY OKS HOURLY
[ 4 SkyDoc

70 - Output Destination

output: [screen

Prinker
Printer
Save report, Can b viswed o prinked later.

Humber of Copiss:
Orientation; (% Lsrdecape | | Create Export File File Type: (% ASCID

€ Portrait ASCII File Options

Delimiter:
Lines Per Inch: (% ¢ LF1
File: Marne:  kraininD, 001

(.
aLet File Pathi E:tskywardiffileancalbr

Carriage: = Wide Special Printer | Must print landscape
Redquirements

(= Harraw For this Report:

Bl
[ |

Select method ko view report oukput

8 skyDoc

PAYROLL PROCESSING
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Step 6: Submit Hourly Payroll Worksheet for Approval

After all hours have been verified the payroll worksheet can be submitted to a supervisor for approval.

In Skyward the Bookkeeper will mark the worksheet as COMPLETE and the Supervisor will mark the

worksheet as VERIFIED.
Only verified worksheets will be paid.

6a) Select the Worksheet you which to
mark as Complete.

6b) Click the Complete Worksheet
checkbox. A “+” will appear next to the
worksheet.

6c) Email your Supervisor notifying
them that the worksheet is ready to be
verified.

0161 GODEY L\WOR MID MONTH

0161 GODBY OVERTIME

+ D161 GODBY SUE AIDES ‘

[ Detail
| AMDES B MNAIDE

ARNEZ 111, ALVIN ITCHR
BANMER, LAYERME & ITCHR
BRADW/ELL, DIOKME A PRUTR

¢ Highlight the

Emp Pay
Type  |Code
NATDE |LESD

LESO4
TEAD4
TEAD4
PAID4

‘Worksheet Master

x|

—Master—

«Gelect

r

] 2
Amount Hours'
10.0000 0.00
10.0000 0.0ad
10.0000 0.00
10.0000 0.00
10.0000 0.00
10.0000 0.0ad
10.0000 0.0ad

CAYIE, REGGIE W ITCHR  TEAD4 10,0000 0.00
DEEREORM, CATHY M ICOAC TEAD4 10.0000 0.00
FRAMKS, BEVERLY D PNUTR.  PATO4 100000 0.00
. GLINM, JAMET LH ITCHR  TEADG 100000 0.00
Click Complete Worksheet HART, MARNIN 1 ITCHR TEAGH 10.0000  0.00
HENRY, WAYNE B ITCHR  TEAD4 10,0000 0.00
to mark the WorkSheet as HIGHGROVE, JOM ¥ ICOUN  TEAD4 10,0000 0.00
Complete KEELERMAM, NICK ITCHR  TEAD4 10.0000 0.00
KILLEORM, NICHELE 3 TTCHR  TEAO4 100000 0.00
LAMGSTON, GERALD ITCHR  TEADG 100000 0.00
LEE, GRETCHEM M ITCHR  TEAD4 10. 0000 0.00
MARSTERS, JAMES W ITCHR  TEAD4 10,0000 0.00
MATHERSCN, MARGARE'ITCHR  TEAD4 10,0000 0.00
MATTSON, RUTH S ITCHR  TEAD4 10.0000 0.00
MCKELLEN, SABINA D NPARA LESO4 100000 0.00 »
Lookup: [0161 GODEY HOURLY # = record has been imported into payroll
+ = worksheet completed [ Complete Warksheet + = record has been verified web 0ptmns|
Highlight the desired worksheet - If importing, use Ctrl or Shift to select multiple workshests, o SkyDoc

SEE: PAGE 20 FOR DETAILED INSTRUCTIONS ON HOW TO VERIFY A PAYROLL WORKSHEET

PAYROLL PROCESSING
(UPDATED -JuLY 28, 2016)
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Chapter 4. Entering Leave w/o Pay (LWOP) in the Web

A ALERT: Make sure you submit LWOP by Pay Type payroll deadlines !! A

Step 1: Log into Skyward Web

_ Skyward Training Database
a. Click on Human Resources,~> Time Off> SKYWARD

Time Off Limited Access.
b. Scroll down to select the employee and
expand the Time Off Transactions.

« Time Off
. . . o
c. Click ‘Add Transaction Detail’. e T e o
Reports |
4k~ Time Off Limited Access iy
\l'iews:lhctive Employees v| MPSMBTG Defaunlt Vl
Last Hame First Middle Employes Type Building
[ Expand All Collapse All Modify Details (displaying 2 of 2) View Printable Details ]
w Time Off Info
Time Off Calendar: Participates in Sick Bank: No
w Time Off Transactions ‘iew All Trans Detail Add Transaction Detail
Group Code Date Description Allocated Used 1
Clone 1 SICK 09/30/2015 MONTHLY ALLOCATION 7.5000
Clone 1 SICK 08/31/2015 MONTHLY ALLOCATION 7.5000
. Clone 1 SICK 08102015 INITIAL ALLOCATION 30.0000
Step 2: Entering Regular Leave
a. Enter the appropriate codes:
i. Time off Transacti?Delail Maintenance MmO S 2

Add Transaction Detail
ii. Date Leave Used Nane: CHPOTDEL(0 - Cpes, el

Group Code: 1 Es
* Time Off: |SICK v |SICK LEAVE Back

iii. Trans Type (USED for all

fmursc»?’dai: 8.0000
i = Trans. T S -teed
time off codes except Dock il LR

Raason: |SICK v | SICK LEAVE

and DOCkM) Description: SICK LEAVE
iv. Hours Used

Totals for code: SICK
v. Reason COde _(Tab Before After Regular Sick Leave
. . Allocated: 1,194.5000 1,194,5000 S
through the description box Ut 170000 245000 cresn
. Left: 1,177.5000 1,170.0000
to autofill the text.) ureai: 00000 00000

b. Select ‘Save’

PAYROLL PROCESSING
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Step 3: Entering Leave without Pay (LWOP DTR)

a. Enter the appropriate codes: Transaction Deteil Maintenance
i. Time Off (DOCK/DOCKM) Qe R ——
ii. Date Leave Used -
iii. Trans Type (L-Unpaid)
iv. Hours Used .
v. Reason Code —(Tab through
the description to autofill text.) I .
b. Select ‘Save’ . e
» Note: The Pay Code for the LWOP employees 1 m .. o
is DOCKM (Mid-month) or DOCK (End of —
Month).
PAYROLL PROCESSING

(UPDATED -JuLY 28, 2016) 16 |PAGE



7

skYwarp Payroll Processing

Chapter 5. Build a Payroll Worksheet

The build process updates the list of employees on a Payroll Worksheet with most current information
from Human Resources.

E Human Resources: Main Screen 04.11.10.00.09 - 010278 - I [m] I x I

Login  Logoff Exit PBreferences Uilities  CustomerAccess  Yiew My Security  Personalize iy Screen  Help

User: TEST TRAINING Sign InTime: 2:4%:20 AM  Entity: 000 ¥ Use Personal Settings @ 0o i Logn| BiLogof| 3 Ext |

Run lfeb |

aLim

Human Resources
|

§BIE

PRofile

Cur. Pagroll

SELECT

Bcus

Payrall
ik sheet

Step 1: Navigate to the Payroll Worksheet Main Screen

From the PaC version of Skyward;
1a) Click on Human Resources (HR),
1b) Click on Payroll (PA),

1c) Click on Cur Payroll (CP)

1d) Click on Payroll Worksheet

v Breadcrumbs: HR\PA\CP\PW

The Payroll Worksheet Main Screen opens.

PAYROLL PROCESSING
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Step 2: Select a Payroll Worksheet Master

2a) Select the Payroll Worksheet Master

2b) Click the [Entry] button

Last Impart [Last Impart | =
|+ [Description Date [Time:

Factor
Hours
o161 GODBY HOURLY ] 18 51 0 0_on
0161 GODEY LWOP END MONTI ARNEZ 111, ALVIN ITCHR.  TEADH 10.0000  0.00
0161 GODEY LWOP MID MONTH BANNER, LAVERNE A ITCHR TEADY 10.0000  0.00
0161 GODBY OVERTIME BRADWELL, DIONKE A PNUTR PAID4 10,0000 0.00
0161 GODEY 5UB AIDES CARSOMN, MARYANNE T ITCHR  TEADY 10.0000  0.00
COST, ANDREIA ) ITCHR.  TEADH 10.0000  0.00
DAYIE, REGGIE W ITCHR  TEAOH 10,0000 0.00
DAVIE, REGGIE W ITCHR.  TEADH 10.0000  0.00
DEEREORN, CATHY M ICOAC TEADY 10.0000  0.00
FRANKS, BEYERLYD  PNUTR PAID4 10,0000 0.00
¢ GUNN, JAKETLH ITCHR.  TEADH 10 0.
Select a Payroll Worksheet || i ion w10 o
HENRY, WAYNE B ITCHR  TEAOH
HIGHGROVE, 10N 0.
KEELERMAN, NICK 0.
10.0000 0.00
ITCHR  TEAD4 10,0000 0.00
LEE, GRETCHEN M ITCHR.  TEADH 10.0000  0.00
. MARSTERS, AMES W ITCHR  TEAD4 10,0000 0.00
CIICk Entry MATHERSON, MARGARE ITCHR  TEAD4 10.0000 0.00
MATTSON, RUTHS  ITCHR TEADY 10.0000  0.00
MCKELLEN, SABINAD  MPARA LESO4 10,0000 o0.00 v

Loakup: [TENECTER # =record has been imported into payroll
+= i WWeb Opti
I et I T record has been verified b Options
Description to reposition the worksheet list, & skyDac

Step 3: Build the Worksheet

3a) Click the [Build] button and follow the on
screen prompts.

v The Build process downloads the current
employee information from HR. This
includes any pay changes and staffing
changes.

3b) Click [No] to rebuild the worksheet
and overwrite all entries

1

+ CRAWLEY, TAMARA 1 4ESAS 9. 2300 96.00 891,84 LLOOESLO0 7500 0534 006 00000 000 Halp |
+ DOHERTY, MEGAN M 4ESAS §.2900 0.00 0.00 LL00ES100 '.‘ 21l 25006 00000 000 i -
+ FOOTMAN, KYLER 4ESAS 9.2900 111,75 1,038.16 1100E5100,2800 0521 25006 ooooo coo | < Add

+ FRANCIS, ALLYSEN AESAS 9. 2900 107.28 996.35 11008 & 7500 0821 25006 00000 000 & Debetel

I

@ Close

»
Leokup: Euunmooo

BCA Howrs: 2,374.25

L Tecirdnas veenvernea. " Click Build /

Retie Hours: 2,374.25

FacborfHours: 2,374 25

@IM Hoirs Per Day! 7. 5000

Worksheet Totals: Pay: 22,962 .61

EEE

Employes: BARRETT, PALLA A

Employes Type: [TCHR | TEACHER Buddng: 0521 BUCK LAKE ELEME Check Location;: 0521 BUCK LALE ELEME
- Updateable Information - -
Pay Record . I
Pay Code: (4140H  TCHR PE HRLY v I

Job Cods Fmﬂ 3

Account Number: I1 100ES100 7E000S21 25006 00000 D000

27 Edi

Pay Rate: | 319367 Factorfiours: [N [T)|Retie Hours:| 0,00 Hours Worked: Jo_00 Total Pay: 0.00
ACAHours: | 0,00
¥ Record Verfied
Fu‘lwue‘s!actaﬂm. (Press "Ak +' to open Skyward Caloubstor) @ Seyooc

Records currently exist for this workshest, Mew records will be added to the file, |s this OK?

v Click [Yes] to add any new employees "ES"= Adiitothefile. "NO"= Overwrite the file. "CANCEL" = Return.
to the list since the last time the list T T Cancel
was rebuilt. No changes will be made
to the existing records in the list
PAYROLL PROCESSING
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3c) Click the [Yes] button

Frogram name: 4pawshill.p Version: 04.11.10.00.00-010018 _|
Creating Mew Records

v The system will process the request. =
Current record Duration: 00:00:01
Mame Key: CHRISSALOOO ;'

v Total records processed are displayed Total Payment Recards Read: 431 ¥ OK
3d) Click the [Ok] button.

You will be returned the
Worksheet Entries screen

after the Build process
completes.

- %, Cfouhave chosen to build worksheet inforration frarm
\:/ employee pay records using parameters ‘Last Used Parameters '

Are you sure you want to continue?

[] IUUGDDIIIS, 1 IGCIDG TT UL
Process Description

IFress 'ESC to end the process.

Tatal Payment Records Selected: 43

Total Transackion Pay Records Written: 43

Tokal Transaction Pay Records Overwritien: 0

Total Employees Selected: 39

HIL PALCPPWPW - 2070 - Payroll Worksheet  HOURLY 0521 BUCK LAKE - Employee Eey Sequence
Selection Parameters keﬁ:l.fs-ed Paramaters m] ACA Date Range: 07/01/2016  bo: O7}31/2016 Edit

. 2900 4,00 BO91.64 L100ES100 7500 021 25006 00000 QOO

+ BL'RGEF[. ASHLEY E AESAS -}
+ CRAWLEY, TAMARRA 1 4ESAS S, 2900 &, 00 891,84 LL00ESL00 7500 0521 25004 00000 QOO
+ DOHERTY, MEGAN M 4ESAS §.2900 0. 00 0,00 LEQOESA00 7500 0521 25006 0ODDO 0OOD ————
+ FOOTMAN, KYLE R 4ESAS 9, 2900 111,75 1,038.16 1100E2000 7500 0521 ZSO006 0O000 QOO + add I
4+ FRANCIS, ALLYSE N AESAS 5, 2300 107.28 996,35 1100E5100 7500 0521 ZEO0E 00000 000 wgl
. AL aeport|
* = record has been imﬂseém payroll h ®Cks= |
+ = record has been Lbﬂw ARREPAUOOG
Mhddf
Worksheet Totals: Pay: 22,562 61 FactorfHours: 2,374 25 Fetire Hours: 2,374,285 ACA Hours: 2,374.25
Hﬁs\h‘f’y[
Emphoyes: BARRETT, PALLA A EXMme0ff|  Hours Fer Day: 7. 5000 Rol Bick
Employes Type: ITCHR  TEACHER Buldng: 0521  BUCK LAKE ELEME Check Location: 0521 BUCK LAXE ELEME
Information
Pay

Record
Pay Code: (4140H  TCHR PEHRLY

Account Number: {1100E5100 7500 0521 25006 00000 00000 &7 Edn | Job Coda Fum !-J
Pay Rote: | 31,9367 Foctor/ours: [N [0)|retre Hours: | 0,00 Hours Worked: [o. 00 Total Pay: 0. 00

N:Ast:Fo.un
¥ Record Verfied

hﬂwﬂe‘sf&taﬂm&. (Press "A +' to open Skyward Caloulator) B oo

e |
X cance
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Chapter 6. Verifying a Payroll Worksheet

Overview

The supervisor will receive an email from the Bookkeeper or other designated staff notifying them that
the Payroll Worksheet is complete and ready to be verified.

Payroll will only pay employees whose records have been verified.

The Payroll Worksheet is accessible through the PaC version of Skyward.

Step 1: Navigate to the Payroll Worksheet

Click on Human Resources (HR),
Payroll (PA), Cur Payroll (CP),
Payroll Worksheet

. Breadcrumbs: HR\PA\CP\PW

The Payroll Worksheet Master

Screen opens.

i Human Resources: Main Screen 04.11.06.00.13 - 010277
Logn Logoff Exdt Preferences 1o

User: TEST TRAINING

o Wiew My Security  Personalize My Scresn  Help
Sign InTime: 3:32:26FM  Entity: 000 [ Use Personal Settings @ shooc  wiLogn | @iLoooft| 3 Ext

~=10f x|

oomswmrcy
FirnreCial Fn el

x|

—Master—

Select a Complete worksheet as ik
H 1 161 GODEY LWOP EMD MONTI ARNEZ III, ALYIN ITCHR. TEAD4 10.0000 0.00
Indlcated by the red [+] neXt the GODEY LWOP MID MONTH BAMMER, LAVERME & ITCHR  TEAO4 10. 0000 0.00
01\ GODEY OYERTIME ERADWELL, DIONNE &  PNUTR  PAID4 10. 0000 0.00
WorkSheet name. + 016QGODEY SUB AIDES CARSON, MARYANME T ITCHR.  TEAD4 10. 0000 0.00
COST, ANDREIA 1 ITCHR.  TEAD4 10.0000 0.00
DAVIE, REGGIE W ITCHR TEAD4 10.0000 0.00
1 1 1 1 DAVIE, REGGIE W ITCHR. TEAD4 10.0000 0.00
CIICk the [Entry] to begln Ver|fy|ng Selecta Completed Payroll DEERBORN, CATHY M ICOAC TEAO4 10. 0000 0.00
FRAMKS, BEVERLY D PNUTR  PAID4 10. 0000 0.00
the WorkSheet' Worksheet GLINM, JANET L H ITCHR  TEAD4 10. 0000 0.00
HART, MARVIN ] ITCHR.  TEAD4 10.0000 0.00
HEMRY, WAYNE B ITCHR TEAD4 10.000
H HIGHGROVE, JON ¥ jlale] 0.0000 0.00
The Worksheet Entries screen ) O
. e S 11| BORN, MICHELE ) [TCHR. TEAD4 10. 0000 0.00
Opens Click Entry LANGSTOM, GERALD  ITCHR.  TEAD4 10. 0000 0.00
LEE, GRETCHEN M ITCHR.  TEAD4 10.0000 0.00
MARSTERS, JAMES W ITCHR.  TEAD4 10.0000 0.00
MATHERSON, MARGARE'ITCHR.  TEAD4 10.0000 0.00
MATTSON, RUTH 5 ITCHR  TEAO4 10. 0000 0.00
MCKELLEM, SABINAD  MPARA LESO4 10. 0000 0.00
# = record has been imported into payroll
+ = worksheet completed |V Complete Worksheet + = record has been verified ‘Web Options
|High\ight the desired worksheet - IF importing, use Ckrl or Shift to select multiple worksheets, e SkyDoc
PAYROLL PROCESSING
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Step 3: Mass Verify Records

3a) Click the [Mass Verify] button.

The Mass Verify Worksheet Entries screen

opens.

3b) Select records for approval by
clicking the Select box next to each
selection or

3c) Click the [Select All] button to
select all entries

3d) Click the [Mass Verify
Worksheet Entries] button

v Payroll will only pay
employees that have records
that have been verified.

Sebeckion Parameters }aﬁ:used Paramaters &l ACA Dabe Range: O7/01/2016 to: 07/31/2016 Edit

000 @00
9. 2900 E91.64 LLODESLO0 Q0000 GO0
2.2900 0. 00 0,00 LEQOES100 Q0000 o0Q
5.2900 111,78 1,038,16 LL00ESL00 7500 O 0o000 000
5. 2900 9%6.35 1 LOGES 100 G000 000 »

+ BURGER, ASHLEY £ 8
+ CRAWLEY, TAMARA 3
+ DOHERTY, MEGAN M
+ FOOTMAN, KYLE R

4 FRANCIS, ALLYSE N

0521 ZEQOE

E aliflE .

[

i

--re:whubeummmmﬂ

+ = record has been verified.
Craick fudd
s Pay; 22,962.61 Factor, 38,374, 28 Retws Hos: 2, 374,25

Worksheet Totals: Pay: Hours: Mk ity
Employes: BARRETT, PALLA A | FTrmeff]  Hours Per Day: 7. 5000 Roll Back.

Employes Type: ITCHE  TEACHER Euiding: 0521 ELICK LAKE ELEME Chack Location: 0521 EUCK LAKE ELEME
~Updateable Information - -
Pay Rocord |
Pay Code: TEHR PEHALY v I

Aom.ntlumbw:pm:ewm TEO0 0521 25006 00000 00000 &ZEdn | JnhCudaFltBS 3
Py Rate: | 31,9967 Factorfiours: [IIEONTY [T]|Retre tours: | 0. 00 Hoes Worked: [0 00 Total Pay: 0.00

ACA Hours: | 0, T

[Empdoyee's Factos hours. (Press "Alk +' to open Skyward Cakcidstor) & Shyoc

¥ Record Verfed

& Mass Verify Worksheet Entries - HR\PAYCP\PW\PW - 2070 - 04.11.10.00.09 - Windows Internet Explorer E@
[ hitps://skyward.iscorp.com/scripts/uwsica.dll/WService=wsfinleoncotmfl/ hwslab AR
HFavorites » [ Notes WBPreferences @iCreate Mew Window Customer Access "JHilp - SMy Print Queue
Leen County Schools User Name: TEST TRAINING Tuesday, December 13th, 2011
# Home Page | Mass Verify Worksheet Entries
iy Select All
Last Name »

v ARNOLD, IIT ALBERT

v EUGHN LEIGH A 10.0000 0.00 0.00 [TTCHR

W BRADY DEBORA A 10.0000 0.00 0.00 | PNUTR

" CABRERO MARIA T 10.0000 0.00 0.00 |TTCHR

v COLSON ANDREA 1 10.0000 0.00 0.00 | TTCHR.

7 COTTRELL RONALD w 10.0000 0.00 0.00 [ITCHR.

7| COTTRELL RONALD w 10.0000 0.00 0.00 | TTCHR. =

7 CRUMBIE SHELIA D 10.0000 120.00 120,00 |NPARA

7 DUPOINT KIMBERLY D 10.0000 0.00 0.00 [PNUTR

7l FORBES JESSE 1 10.0000 0.00 0.00 [ITCHR. E

7 HELBIG JENNIFER LH 10.0000 0.00 0.00 [ITCHR

Fl HUNSINGER SUSAN M 10.0000 0.00 0.00 [ITCHR.

7 JOHNSON DARYL Y 10.3700 0.00 0.00 [NPARA M

7| JONES DARIUS v 10.0000 0.00 0.00 | ICOUN

7 |KLETSLER MEGAN 1 10.0000 0.00 0.00 [ITCHR.

7 LUBITZ STEVE 10.0000 0.00 0.00 |ITCHR

7| MAGDZIAK MARY [+ 10.0000 0.00 0.00 [ITCHR.

7 MAGEE ANDREW 10.0000 0.00 0.00 |TTCHR

Fl MALLOY KATHLEEN M TEAD4 10.0000 0.00 0.00 | ICOAC

7 MATTSON RUTH s TEADS 10.0000 0.00 0.00 |TTCHR

7| MCKANSTRY JAMEEL AMIER TEAD4 10.0000 0.00 0.00 | TTCHR.

7 MCKINNON BETTYE TEAD4 10.0000 0.00 0.00 [ITCHR.

MILLS SHOLONDA D LES04 10.0000 0.00 0.00 [MPARA i

« ’ L
43 records displayed -

€ Internet | Protected Mode: On v H100% ~
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Chapter 7. Entering Hours for Substitute Teachers

Hourly time for substitute teachers will be entered through Aesop (Automated Substitute Placement &
Absence Management). The transactions will be imported into Skyward SUB TRACKING.

The Payroll department will determine the cutoff dates for entry in Aesop and when access is
available for Skyward Sub Tracking.

The SUB TRACKING module of Skyward has been preconfigured with all district subs and teachers
located at your School.

v Substitutes are paid for the hours worked, not by the day.
v Substitutes are paid from the project of the teacher that they are substituting for.

v The Employee Profile is accessible via the Skyward Web Client.

Step 1: Navigate to the Employee Profile

From the Skywa rd Web Client Main (& Skyward Human Resources - WH - 10657 - 04.11.10.00.09 - Windows Internet Explorer [F=REC X
Screen C||Ck Human ReSOUrces (WH) |3(f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinleoncotrnfl/shrhom01.w gl | B |
’ ’ = — =
. HUMAN . | [FINANCIA ) P
Employee (EP), Employee Profile (EP). RIS o =
* Favorites w | INotes “Plefse_m &create New Window ICustomer Access %Help » ‘Queue.l

User Name: TEST TRAINING

v Breadcrumbs: WH\EP\EP

The Employee Profile screen opens.

PAYROLL PROCESSING
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Step 2: Select the Substitute

a. Type the name of the sub that needs to be edited, added or deleted in the Employee
field. A drop down list of matching results will display.

b. Select the substitute from the list

c. Click the [Sub Tracking] link from the menu located along the left side of the
Employee Profile.

The Sub Tracking options are displayed.

I=RACIN X
FEY

& Employee Profile - WH\EP\TB\SU - 9955 - 04.11.10.00.09 - Windows Internet Explorer

|s,|/f https://skyward.iscorp.com/scripts/wsisa.dll/W5ervice=wsfinleoncotrnfl/hemprtabs001.w

WFavortesw [Notes WPreferences Blcreate New Window Customer Access @Help v

My Print Queve =~

Leon County Schools

User Mame: TEST TRAINING

Tuesday, December 13th, 2011

& Home Page | Employes | Employee Profile

Actions

Personnel & ploy Ranges |
Emplovesooot - n aE T | Emarae
T AT
— Employee Inf| a
Emphryss Building: SUBSTITUTE TEACHERS Check Locztion: SUBSTITUTE TEACHERS
User| Name 10: 4709
Extra Inform:
Genderi F = 3i10/1960
— Substitute Tr;

00 [COOH, LATER B]
2 $UB TEACHER
ITUTE TEACHER S

e

A 2 rexords displayed

I 3
Rate
Table:

v ®BT% o~

@ Internet | Protected Mode: On

Edit the transaction

1. Click the Detail Transaction link under Sub Tracking

2. Highlight the transaction that needs to be edited and click the EDIT
button on the right side of the screen. (Note: Once a transaction has
been paid, it cannot be edited or deleted. These buttons will be
ghosted out.)

3. Make any necessary changes to the transaction and
click the SAVE button

PAYROLL PROCESSING
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5. To change to the account dimensions refer to the example screen

shot below
/7 https:/ /skyward.iscorp.com, ?isPopup=true - Substitute Tracking Detail Record Maintenance - WHHE - Microse o =]}
Substitute Tracking Detail Record Maintenance - IR
Substitute Save
Substitute MName: HIissmEeee0 I ‘ o ‘ Back
Employes Type: SUBST  SUB TEACHER | Building: 9999 SUBSTITUTE TEAC | Master

Calendar: 12M12CHSUB 201314 SUBSTITUTE 12MO 12 CHKS |

Substitute Detail Informati

Subbed For: [HENMINANOOL |+ [HENKING, MANCY G. Rate Table: [TTCER -]

* Building: 0451 |+ FAIRVIEW MIDDLE |

* Date Subbed: [09/17/2012 ][5 Tuesday

* Tirme Code: [1.00 |» 1 HOUR 00 MINUTES | Time Code Factor: 100.0000
* Pay Code: SUB04 |+ SUBST-HOURLY EMPLOYEE |
Carnment: | ]

Account Distribution

Accaunt Mumber Job Codle Percent Amaurit

L100ESLOO 100.00

Select From
j Subbed For
2

4
J J Select From
Substitute

Payroll/Service Information

Pay Rate: 0.0000 Retro Date:

Life Long Counter: 0.0000 Retro Time Code:
Long Term Courter: 0.0000 Retro Pay Amount: 0.0000

Paid Date:

*oRE KK Dra-Caloulated * o R ¥

Asterisk (*) denotes a required field

e hitt gz, sioywarnd !
Account Selection [ IR~ B
;| 1100E5100 7560 0451 00000 00000 05100 - GENERALBASIC K-12/REG SUB TEACHERIFAIRVIE~| § | e

™ fppled:[ 100,00] % Remaring; 0.00 Sk

When finished mnl{ing
changes, click the SAVE
button.

ii. Add atransaction

1. Click the [ADD] button on the right side of the screen.

PAYROLL PROCESSING
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2. When the Substitute Master Selection screen appears, highlight and
select the appropriate rate table.

The Substitute Tracking Detail Record Maintenance screen opens.

(_" https:,/skyward.iscorp.com, 7¥MasterRowId=0x000

Substitute

Substitute Marme: HILL MELOOO

Substitute Detail Information

HILL, MELOMNIE
Ernploves Type: SUBST SIE TEAZHER.
Calendar: 12M12CHSUE  2013-14 SUBSTITUTE 12M0 12 CHKS

Substitute Tracking Detail Record Maintenance

- o] x|
@, 5 7
Save
Back
Ve
Evilding: 2999 SUBSTITUTE TEAC htaster

Account Distribution

Account Mumber
Mo recards svaiatis

Kl

Payroll/Service Information

Pay Rate:
Life Long Cournter:
Long Term Courter:

Asterisk (*) denotes a required field

Joh Code

0.0000
0.0000
0.0000

Wk ProoCalculated o e E

Percent

Rate Tahble: I ITCHE - I

Time Code Factor: 100,0000

A
Amaunt
Select From
j Subbed For
¥
J Select From
Substitute
Retro Date:
Retro Time Code:
Retro Pay Amournt: 0.0000
Paid Date:

T=

3. Click the Subbed for field to select the teacher that was subbed for.
Press the Tab key and the Building Code will pre-populate based on
the location of the selected teacher.

The date defaults to today’s date. Enter the date the teacher was

4.

subbed for.

PAYROLL PROCESSING
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5. Enter the appropriate Time Code. The Time Code refers to the
number of actual hours worked by the sub up to the contract hours of
the subbed teacher. Using the Time Code link screen or type the time
in the Time Code field. Press the TAB key through the field Pay Code.
Pay Code will default to SUBO4. Press TAB again and the following
Update Account Distribution box will appear as shown below.

{‘_'f' https:/ /skyward.iscorp.com;?v¥MasterRowId=0x00000

Ermployes Type: SUBST SIUB TEACHER

Substitute Detail Information
Subbied For: BREMTRAMNOOD |v BREMNT, RAMNDY T,
* Building: |0451 |v FAIRWIEW MIDDLE

* Date Subbed: [09/26/2013 || 3] Thursday

* Tirme Code: |7.50 |+ |7 HOURS 20 MINUTES
* Pay Code: [SUBO4 | [SUBST-HOURLY EMPLOYEE

Bvilding: 9999 SUBSTITUTE TEAC Master

Calendar: | 12M12CHSUB | 2013-14 SUBSTITUTE 12M0 12 CHKS

Update Account Distribution

Do you want to use this Pay Code’s Account Distribution?

Comment: |

Account Distribution

Accourt Number Joh Code
MO records vt

o

Payroll/Service Information

Pay Rate; 0.a0a0
Life Long Counter: 0.0000
Long Term Counter: 0.00a0

Asterisk (*) denotes a required field

Sl
Percent Arnourit
Select From
j Subbed For
b
Select From
Substitute
Retra Date:
Retro Time Code:
Retro Pay Armount: .0000
Paid Date:

Hok ook Pra-Calculated o R

Select the [NO] option.
To change the Pay Code to reflect the account line that the teacher subbed

for is paid from click [Select From Subbed For] button to add the
appropriate accounting line.

_lol x|
Substitute Tracking Detail Record Maintenance MmO o5 |7
Substitute save
Substitute Mame: HILL MELODD  HILL, MELONIE Back

PAYROLL PROCESSING
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The Pay Code Selection screen opens.

f https:) /' skyward.iscorp.com, 7¥MasterRowIld =0x0000000000098a29&isPopup=Ltrue - Subski

Pay: I—‘ ABc

_ ol x|
Substitute Tracking Detail Record Maintenance @O S 2
Substitute ‘ Save
r" https:, /skyward.iscorp.com, ?¥PassedMameKey =BRENTRANDDDEisPopup =true - Pay Code Se -0 x|
Pay Code Selection @M oo ?
Employee Mame: BRENT, RANDY T
Views:lG—eneralj Filters:l*S]rward Defaultj T [ = & E
P @ nit Mumb Rty ot H Fact Frequency | Freguency Retire: P V|ew
aY CCOL LIMBDEr ELAITIOL oL S SCTor Code Pa‘y’SNEal’ Haur= r|mary
gy prp—— Indliviciual
A200E6300 7500 0451 $CCC m 2 2
£ 451 4CC ot
DOk, Multiple Accounts 23.5019 0.0000 12T Dates
SILBO4 1100ES000 7360 9999 0000 10.0000 0.000a 12 12 -
TEADE  Multiple Accounts 2,880,3800 1.0000 12T 12 =
k1| _>l_I
IlDD j 4 records displayed

1. Select the appropriate pay record and click the [Select] button, to
return to the Substitute Tracking Detal Record Maintenance screen.

2. Click the [SAVE] button to add the transaction and return to the
employee profile Sub Tracking Detail Transactions screen.

Step 3: Run Verification Report

a. Select Employee Data Mining and when the screen appears, select the By Day Sub

Trans-#### report and click the EXCEL button.
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‘ ﬂ Data Mining ﬁ? E‘ d ‘Y;?Fa'.fcr'rtes' ‘T’_‘INew Window lﬁlr.w Print Queue
[ % B
| Reports to Display: [My Reports Only id|

WiEws: IREpnrt Infcmaticnj MI *211 Reports j w M @j hl;Q, Ao

I I I ] E | | || Edt |

Report Mame a Repart Title Favarite Created By Editable LB g 5 £ Rif T

E: |S o] P i WO | [ Delete
B By Day Sub Trans - 0451 By Day 5ub Trans - 0451 A JeommEmcoor| v [N e | [ [ [anfl [E | odS

Preview
| First10
Records |

Prirt

=

| Address
| Labels

b. At this time Skyward will Process the Request

(run the report). This report can take up to

finished processing.

20 minutes to process. If you stay on the

dialog box, when the report is finished, you

will receive the following prompt. | View Report | Back
c. Youdo not have to

wait for the report to

Home = 8

complete as it will TP Dria Mokog e PR T
continue to run in the Reports to Dwplay: My Reports Ond

irws: [Repere Intommation 5] pos[ars Beporta 5]
background. You can

By Dy Sub Trard - 0451 |y Diay Suby Trans - 0451

hit the back button on Check Print Queue here

the box above and just

periodically check your

print queue if you
want to work on other
tasks.

d. Click the [View Report] button. You will then be prompted to Open, Save or Cancel.
Click the Open button to open the report. At this time the Excel spreadsheet will be
displayed. You can then print or save the report.
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